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ISSUED BY THE COLUMBIA SCHOLASTIC PRESS ADVISERS ASSOCIATION 
202 Fayerweather Hall, Columbia University, N.Y. 


January, 


Dear Fellow Member:- 


Favorable comments from widely separated corners of the coun- 
try pertaining to the initial issue of the BULLETIN have already 
justified its existence, 


Problems involving the organization of a new staff were pre- 
sented by Miss Ella Sengenberger, Director of Publications, Arse= 
nal Technical Schools, Indianapolis, Indiana,in November, Further 
developing the picture of what goes on behind the publications of- 
fice doors is the article prepared by Miss Hazel L. Koppenhoefer, 
staff adviser for OLD HUGHES and THE GARGOYLE of Hughes High School, 
Cincinnati, Ohio, in the currest issue, 


This is not a new feature, but it has been revived by the CSPAA 
at the request of the members, The sentiment seems to be that a bul- 
letin designed especially for the advisers can be more personal than 
merely a page in the SCHOOL PRESS REVIEW which it supplements not 
replaces. 


WANTED--Personal items cencerning the activities of the members 
of the CSPAA to make a lively personality colum, ‘ihat havo you been 
doing? Just drop us a note today. 


Cordially yours, 


HELEN MeE. McCARTHY 
President, CSPAA 
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ORGANISATION OF A STAFF FOR 
A NEW PUBLICATION 


By 
HAZEL Le KOPPENHOEFER 
Staff Adviser--"Old Hughes" and "The Gargoyle". Hughes High, Cincinnati, Ohio 
-O-=- 
From coast to coast, in schools of advertising and circulation staffs for 
100 students or 10,000, magazine and news-| the nowspapcr, 
paper staffs are set up annually accord- The hardest work of an cditor or 
ing to a long-used pattern: editor, busi- business manager is to sot other staff 
ness manager, art, literary, sports, hu- members to work, It is ofton oasicr 
mor, and business departments for the mag-| to cover an assignment than to force 
esino; news, feature, and column writers, some one else to mect a deadline, There 









































are always the loyal few, of course, who 
will do all they are asked to do, prompt= 
ly and well. Soon the staff becoms a 
small devoted group, overeworked and une 
appreciated, The paper or magazine nare 
rows its contents to the circle serving 
it, general interest wanes, circulation 
drops, tempers get edgy, and school spi- 
rit is mourned as dead. 

Perhaps illogical or ineffective or- 
ganization is at fault. Perhaps the old 
staff needs new titles, new duties, new 
methods of work, The following discus - 
sion suggests policies which, singly or 
in combination, may solve student newse 
paper or magazine reorganization demands, 
A few basic ideas may govern the choice 
of staff personnel, 


Re the editor,=- Many editors are 
poor executives, Working either too hard 
or too little, they neglect to tap the 
human resources about them, An editor's 
province is responsibility. He must 
guide polieies, secure materials, and ef-= 
fect publication, using sound judgment 
and good taste, At the same time, he must 
not limit published work to his own pen, 
interests, or friends. He must have selfe= 
confidence, but no vanity, snobbery, or 
egotism. Popular among his fellow stu - 
dents, he must also have faculty approval. 
His scholarship standing must be high, but 
he must find time to keep close contact 
with student activities. These are the 
qualities of leadership. 

With the ability to get other people 
to work effectively must travel tact, sym-= 
pathy, and foresight. Efficiency does not 
mean sacrificing any of the casual good 
fellowship of a laisses-faire publishing 
unit. It docs meannserious planning, howe 
ever, from day to day, and year to year; 
and it demands concentration upon the bus- 
iness to be done, instead of waiting for 
possible inspiration, volunteer service, 
and frantic lasteminute hurry. 

The tactics of industrial speciali- 
zation will serve a high-school publica= 
tion seeking staff reorganization, Theso 
call for a preliminary analysis of edit:.- 
ofinl and business necds, The editor just 
described, with tho aid of the staff ad = 
viser, and thattof members carried over 
from previous years, should make diagno - 
sis for the editorial process, He will 






















arrive at something resembling the fol- 
lowing outline: 

(1) Planning policies,..themes; services 
to the school; types of news; fea «= 
tures literary, editorial, humor 
coverage, 

Directing personnelj.egiving assigne y 
ments, meeting deadlines, correla «= 
ting suggestions, encouraging cone 
tributions, covering routine, 

Editing copy for the press..typing 
manuscript, correcting for style 

sheet, determining length, dealing 

with printer and engraver, reading 
prosf, 

(4) Arranging layouts...planning art 

work, page arrangements, cover, pa= 

per stock, type faces, paging, use 

of illustration, headline schedule, 
Preserving good public relationSee. 
securing favor of students, approval 

of faculty, interest of parents, co=- 
operation with othor schools, en = 
dorsement of citizenry as a whole, 


(2) 


(3) 


(5) 


The more workers, the wider the ap- 
peal; the more generally interesting, 


the more complete support and loyalty: 


these are axioms, Students of all ages, 
abilities, and classes may be used if 

the newspaper or magazine plans carefully. 
The old staff becomes the basis of the 
now in any organization, The new must 

be trained in odvance. 

It secms that the cditorial staff 
of magazine or nowspaper should diversie 
fy its activitics to mect widening stue 
dent interosts., Perhaps the following 
Giagram of a possible staff soteup my 
prove a point of departurco, If an odit- 
or is clected, or thore are coecditors, 
an editorial board my bo formed with 
the editor or cditors as tho coordinate 
ing factors, Weekly or evon daily mecte 
ings for plans will bring out a woalth 
of suggestions impossible to a single 
mind, By the training of undorclassmen 
for specific jobs, export management for 
exccutive positions can be kept avnila- 
ble from year to years 

(SEE DIAGRAM ON THE FOLLOWING PAGE ) 


Re the Business Managor,-Similarly 
the business manager must finanec the 
magazine or paper through woll defined 


plans, The day my come when subscrip-= 
(Continued on Pnge 4) 
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Managing Editor(s) 
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Managing Editor 


EDITORIAL BOARD FOR THE MAGAZINE 


Literary Editor 


Poetry Editor 
Short Story Writors 


Editorial Writers 
Talent Scouts 


Copy roaders Essayists 
Rcewrite Staff Wits 
Reporters 
g Entertainment Editor 
Class : 
Home Room See 
Special Humor Editor 


Proof Readers Gag Writers 
Cartoonists 


Puzzle Export 


Sports Editor 


Commentators 
Reporters 


Feature 


: 

See 
Inteorviewors 
Columnists 


Editor 


Art Editor 
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Artists 

Photographors 
Librarian (Cuts) 
Lettering Exports 


Publicity Editor 


Promotion Staff 
Student Forum 


Slogan Exports 
Bulletin Board 


EDITORIAL BOARD FOR THE NEWSPAPER 


News Editor 


: 
See 


Editorial Writers Reporters 
Feature Writers : 
Columnists See 
Reewrite Editors Class 


Home Room 


Makeeup Editor 


Typists 

Copy Editors 
Photographers 
Proof Readers 
Cartoonists 


General Interviowers 


Headline Editor 


“se 


Assistants 


Sports Editor 


Columists 
Reportors 
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tions and advertising aro not the sole 
means of income, As has beén done in ma= 
ny localities for athletics, pubsidizing 
through compulsory activity fees may be 
provided for school publications, The 
plan has been successful in the main whére 
it has been tried. Colleges, of course, 
have set the pace here, 

When activity books take the place of 
subscriptions, business managers will cone 
cern themselves with public relationss:.,,. 
promotion schemes to keep readers alert 
and to stimulate interest among parents 
and community leaders; successful distri- 
bution; and the securing of funds for exe 
tra features not included in the budget, 
Until sueh a time, the business depart « 
ment must (1) secure subscriptions, (2) 
obtain advertisements, (3) manage publi« 
city, (4) arrange contracts, (5) count 
and distribute newspapers or magazines, 
(6) keep books and records, 

As in the instance of editors, busie- 
ness managers may cooperate as boards:., 
(1) Advertising manager, (2) circulation 
manager, (3) publicity director, (4) fi- 
nancial secretary, (5) public relations 
counsel, These officers will form a 
council meeting regularly to map out proe 
cedures, They will consider the elected 
business manager or managers, who will as- 
sume one or more of these duties, as chair 
man or chairmen, and report their progress 
between meetings. 

If ce-business managers, a girl and 
a boy, are selected by the class, the rese 
ponsibility for parts of the work may be 
divided, Perhaps the boy will wish to 
handle the advertising; the girl, the sub- 
scriptions; or vice versa, for business 
men are often more considerate of girl 
sOlicitors than boys. The subscription 
campaign may bo split, too, with the boy 
forming a staff for boys' home rooms, tho 
girl for girls'; er again, vice versa, for 
obvious rcasons, 

To spread activity, each momber of 
the board whould select one or more ase 
sistants, Further sub-division will add 
home room representatives, with floor or 
grade captains to check on their work, 
Filing olcrks, stenographers, and book « 
keepers may be used for records and pre - 


paration of copy. Hero is a possible are 
rangement: 


BUSINESS MANAGERIAL BOARD FOR 
FOR NEWSPAPER OR MAGAZINE 
=0-0=0-0-0=0=0-0=0-0=0-0=0=0=080=0=0= 


ADVERTIS ING CIRCULATION 
Se Se 
Assistant Assistant 
Se Se 


Salesmen Captains 


PUBLIC ITY DISTRIBUTION 
: te 
Se Assistant 
Assistant 
3 
Be Delivory 
Artists REC ORDS 
Actors Se 
Orchestra Assistant 
Speakers te 
Typists 
Clerks 
=0=0=0=0=0=0=0=080-080=0-0-0-0=0-0=0= 


Frequent meetings are necessary to 
outline work, prevont delay, avoid ovore 
lapping activity, Especially to be a - 
voided is carcless delegation of several 
students to call upon the prospective - 
advertiser, The advortisemont may be 
lost by this discourteous squondcring 
of a morchantts time. Clearly defined 
rights and dutics will preclude neglect, 
conflict, or duplication, 

It will bo observed above that spo- 
cialization becomes an art, and the pose 
sibilitics for using students of vary= 
ing capacitics has no limit. And lost 
the axiom be forgotton in this problem 
of reorganization, lot it be repoateds: 


Workers for a newspaper or magazine true 
Ty care about its success, 


‘Fane 


THE 18th ANNUAL CONVENTION of 
The Columbia Scholastic Press Asso. 
March 12, 13, 14 
At Columbia Univorsity-New York 
"THE GREATEST GATHERING OF ITS KIND 
IN THE WORLD 3 





